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1. Introduction

The Court Employee Compensation Survey (CECS) application will allow the SCAO
administrators to upload spreadsheets, which the users can download, fill out and return via email,
and compiled reports in PDF format which the users will be able to view or download.
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2. Logging into MCap

The Michigan Courts Application Portal (MCap) allows access to the applications that a
person is able to use. To log into MCap navigate to: http://courts.mi.gov/mcap/
You will see the MCap Login screen (Figure 1):

a MCAP Login - Microsoft Internet Explorer ;IQ] 5]
File Edt View Favorites Tools Help \ a
- o n > -.”‘- —
J Back » '._J v L’ﬂ Lﬁﬂ _l\f I 7 ) Search \‘/‘\‘( Favorites ve? ‘ vl v _‘
Address | @] http:/{courts.mi.govimcap/ LI Go | Links >

- Michigan Court "
Application Portal 7

You are not currently logged in.

Michigan Supreme Court Applications

Utilities 7

User Name: ||
Password: |
Reset Password MCAP Help Desk
If you've forgotten your password, or it is now invalid, you can « Submit an error report.

request a new one.

= Ask a question.
= View frequently asked guestions.

To report problems with the Michigan Court Application Portal, please visit our Help Desk.
This site has been optimized for Microsoft Internet Explorer 5.x and above.

v
4| | »

|&] Done [ [ [ |4 mternet /4

Figure 1: Mcap Login Screen

Enter your User Name and Password and click the Login button or press the Enter key.
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3. Accessing the Court Employee Compensation Survey
Application

The MCap screen will change, displaying a drop down list of the applications you are able
to use (Figure 2). Select Court Employee Compensation Survey and click the GO button

to the right of the drop down list.

/2 MCAP Login - Microsoft Internet Explorer : o =] |
| &
"

File Edit Yiew Favorites Tools Help
% \ [ A Y ) 2 3 3 o] ‘
0 Back ~ (> B Li] L:LL] ‘l\l | 7 | Search ¢ Favorites 6‘3? ’ Tt WY ) @

Address I-éL] http:/fintrafMcapflogin.aspx EI E Go

|

Links >

sy € . # Logout =4
Michigan Court ~ Welcome to the Supreme Court Intranet
Application Portal

Welcome, Steve Hartmann
Applications v

Utilities v

GOK )816 ‘ | Search I

Applications

EN ] o Select CECS ]
Change Password MCAP Help Desk
Change your password for MCAP. = Submit an error report.

= Ask a question.
= Download user guides.
= View frequently asked guestions.

Supply and demand

To report problems with the Michigan Court Application Portal, please visit our Help Desk.

Jessica Minnema on Thursday This site has been optimized for Microsoft Internet Explorer 5.x and ahove.

wandered into the sparse,
quieter end of MSU's teachers'

job fair. [more]

Current Weather

[48909

< I ;I:J

[&] [ 1| [NJLocalintranet Y

Figure 2: Mcap Screen with Application Drop Down selected

You can also select the application from the Applications v Menu list (Figure 3).
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'3 MCAP Login - Microsoft Internet Explorer adb ll

File Edit View Favorites Tools Help | "
O [N A O L @3 |

@Bac - %] [B] T -/ Search ¢ Favorites &) A= 7, -

Address I@] http:{flocalhost/MCAP/login. aspx :J Go ILinks 2

-

s o glat ey Logout
Michigan Court

Applicatin Porval Michigan Supreme Court Intranet

Welcome, Steve Hartmann
Applications v Utilities v

CRS
CorRecs
Issue Tracker
CECS

' ' Search
Select CECS =

Applications

Ex-ballet teacher

now boot-scootin’ Change Password MCAP Help Desk
boogies 91-year-old Change your password for MCAP. » Submit an error report.
still 'Dancing " Ask a-question:
Through Life' = Download user guides.

= View frequently asked questions.

MNaomi Nelson loves to dance.

She has performed her share of To report problems with the Michigan Court Application Portal, please visit our Help Desk.
plies and piroueﬂeg over the This site has been optimized for Microsoft Internet Explorer 5.x and ahove.

past nine decades, and has
taught ballet. [more]

Current Weather
48909 Go ]

v
4« | ®

[&] pone [ | | [NJiocalintranet 7

Figure 3: MCap Screen with Application Menu
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4. Navigation

’a Court Employee Compensation Study - Menu - Microsoft Internet Explorer i ;]Qlé]
File Edit View Favorites Tools Help ] 0','
@Back > B \1‘] @ _;‘, /: ) Search \;}/ Favorites 637 ‘ - ,; v @
Address ]gj http:/flocalhost/CECS{Menu.aspx _v_'] Go [ Links >
o ity 3 . :# Logout =
’ ?M“f”ﬂ‘;’" Court - ~ Court Employee Compensation Study Main Menu
Application Portal -

‘Welcome, Steve Hartrmann

CECS Downloads Utilities v

Menu Options

CECS Downloads Download CECS Spreadsheet(s) Download

To report problems with the Michigan Court Application Portal, please visit our Help Desk

w
4« | »

|&] Done [ [ [ [ | [N3Localintranet 7

Figure 4: Court Employee Compensation Survey Main Menu

A. The Court Employee Compensation Survey Drop-Down Menus

I. The Menu Bar (Figure 5)

CECS Downloads is the first item in the menu bar and is the only item that does
not contain a drop-down list. This item will navigate directly to the Downloads
Screen when clicked. The Utilities menu item is actually a MCap menu structure
and contains a drop-down list illustrated in Figure 6 and a sub-menu illustrated in

Figure 7.
’ Michigan Court ] .~ Court Employee Compensation Study Main Menu
Application Portal ;
Welcome, Steve Hartmann
Menu Bar CECS Downloads Ltilities =

Figure 5: Menu Bar
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The Utilities Menu (Figure 6)

This menu is a MCap structure which allows navigation to the MCAP Home,
Change Email screen, Change Password screen, Phone Lookup screen and a sub-

menu with Help Desk items.

Reconciliation Administration

Menu Options

FICA Reconciliation
View, Add or Modify Judicial FICA Detail information.

Reports 7 Litilities v
MCAP Home
Change Email
Change Password
FICA Status Help Desk b

Yiew Status Detail information. Phone Look Up

Figure 6: Utilities Drop-Down Menu

The Utilities Menu’s Help Desk Sub-Menu (Figure 7)

This menu is a MCap structure which allows navigation to screens for submitting
an error report, submitting a question, downloading user guides and viewing the
frequently asked questions (FAQ) page.

Reconciliation Administration

Menu Options

FICA Reconciliation
View, Add or Modify Judicial FICA Detail information.

FICA Audit

Mgw Bodit Datail information

Reports 7 Utilities 7
MCAP Home
Change Email
Change Password
FICA Status Submit an error report
View tion] Ask a question

A Detail infa™g
Help Desk Menu
Funding Units

Miow or hdadife Eunding | inite Do

Download user guides
Yiew frequently asked questions

Figure 7: Help Desk Sub-Menu in the Utilities Drop-Down Menu

5. Downloads Screen

The Downloads Screen allows the user to download instructions, spreadsheets or reports that are
associated with the court type. The administrator can access all spreadsheets and reports. The

elements of this screen are:

Name Description

Usage

Instructions Instructions on downloading files.

Clicking the Instructions link in the top right will
scroll to the instructions section.

Spreadsheet | Grid containing the spreadsheets that the Click on the row for the spreadsheet you want to

Grid USer can access. download.

Report Grid | Grid containing the reports that the user can | Click on the row for the report you want to
access. download.
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' :,-M. dEe 2 Logout
e Machyan Court Court Employee Compensation Study Downloads
i Application Portal

Welcome, Steve Harfmann

Applications w CECS Downloads Administration v Utilities v

Downloads Instructions

Select Instructions, s Spreadsheet or 3 Report that you would like to downlosd or view.

Spreadsheet Instructions - 4 files found

Filz Nams Tyoe File Desciption Size
Compensation Survey Instructions.pdf All Downlcad these instructions for ALL COURTS. 42 KB
Position Descriptions Circuit - combined.pdf Circuit Downlead these Circuit Court position descriptions. 20 KB
Position Descriptions - District. pdf District Dowlozd these District Court position desiptions, 15 KB
Position Descriptions - Probate.pdf Froosts Download these Frobste Court pesition desciptions. 18 KB

Spreadsheets - 2 files found.

Filz Name Tyce File Desciption Size Updated
Survey - Circuit Court 03.xls Circuit Download this Circuit Court compensstion survey file. 87 KB  10/08/2008
Survey - District Court 03.xIs District Downlead this District Court comeensstion survey fils. TeKB 10

Survey - Probate Court 03.xls Froosts Downlead this Frobste Court compensstion survey fils 54 KB 10/0€/2008

Reports - 1 filz Found.

File Nam= Tyoe File Desciption Size Updst=d
Biank Survey a5 pisce holder- District District Open or download this District Court survey report. 18 KB 10/22/2008
Court 03.pdf
Instructions:
Compensation Survey ® |dentify the file titled "Compensation Survey Instructions.
Instructicns ® Click on the link (the name of the filz) to open the document.
znd Fosition Desciptions: ® Resd the instructions on-line or orint for futurs =noce. You may 3lso save the document [click File Save As) to save

it to your computer or network

® |dentify the Pesition Descriptions file with the same court type [listed in the Court Type section) as the court for which
you will o= entering dsta

® Click on the link (the name of the 1 to open the document.

® R=3d the document on-line or orint for futurs referencs. You may slsc save the document [click File'Save As) to save it
to your computsr or network

Spreadsheets: ® |dentify the file with the same court type (listed in the Court Type s=ction) as the court for which you will o= entering
dsts
® Click on the link (the name of the ==t filz you ne=d to cownloso

® Depending on the trand and
Save the file. Click sither Download or Save
® Rsname the fils in sccordsnos with the Compensstion Survey Instructions

, you will be prompted to; View or Download the file, or Ogen or

Reports: ® Cligkon the link (the name of the file) to open the report you wish to view.
® Read the document on-line or print for future r= nos. You may also save the document (click File/'Save As) to save it

to your computer or network.

To report proclems with the Michigan Court Apolication Portsl, plesse visit cur Help Desk

d { B
Figure 8: CECS Downloads Page
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6. How Do I?

A. Change my password

e Once logged into MCap you can change your password by clicking on the
Change Password link on the MCap main page or selecting the Change Password
menu item from the Utilities dropdown menu.

Applications
[Tdicial FICA RABE
Change Password MCAP Help Desk
Change your password for MCAP. » Submit an error report.
/ = Ask a question.

= Download user guides.
= View frequently asked questions.

To report problems with the Michigan Court Application Portal, please visit our Help Desk.
This site has been optimized for Microsoft Internet Explorer 5.x and above.

Figure 9: Change Password link on Main MCap page.

|
Utilities 4
MCAP Home
Change Email

Change Password
Help Desk >
Phone Look Up

Figure 10: Change Password menu item on the Utilities dropdown menu.

e This will take you to the Change Password Screen. Here you must enter your old
password and your new password. Your new password must be entered in each
of the last two text boxes where the second will verify the entry in the first. This
helps make sure that the password wasn’t mistyped which would keep a person
from being able to log in subsequently. Please read the six rules for password
structure on the right side of the screen. Once you have filled in the three text
boxes, click the Change Password button.
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< Change Password - Microsoft Internet Explorer | 10l x|

File Edit View Favorites Tools Help ' .','
- : - = = -
7 S \ . | ) Gl 5 A 3\ =
@ Back \) ﬂ L"j _lj ’ /- Search 5.( Favorites @7 l 3 oz W - J
Address [sg’] http:/jappdev/MCAPHelp/ChangePassword, aspx 3 Go l Links >

Logout

Michigan Court - Welcome to the Supreme Court Intranet

Application Portal |
Welcome, Steve Hartmann
Applications v Utilities v

Change Password

0ld Password | Your passwaord must meet the following criteria:

New Password |

Confirm Password I

Change Password |

The password must be at least 6 characters long.

The following characters are invalid: "< > % ; /

The password must contain at least one letter.

The password must contain at least 1 valid character that is not a letter.
The password can not start with a number.

The password can not be a proper name or dictionary word.

To report problems with the Michigan Court Application Portal, please visit our Help Desk

4 I;ILl

|&] Done [ [ [ | | [NdLocalintranet 4

Figure 11: Change Password Screen.

e If the password in the New Password text box does not match the password in the
Confirm Password text box an error message will appear, in red, just above the
Old Password text box.
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< Change Password - Microsoft Internet Explorer | 10l x|

File Edit View Favorites Tools Help ' .','
- : - = = -
7 S \ . | ) Gl 5 A 3\ =
@ Back \) ﬂ L"j _lj ’ /- Search 5.( Favorites @7 l 3 oz W - J
Address [sg’] http:/jappdev/MCAPHelp/ChangePassword, aspx 3 Go l Links >

o ) . e Log
Michigan Court : et
Application Portal |

Welcome, Steve Hartmann
Applications v Utilities v

Change Password

Welcome to the Supreme Court Intranet

Please make sure both passwords match.
0ld Password |essssssse Your password must meet the following criteria:

New Password [esessssee The password must be at least 6 characters long.

The following characters are invalid: "< > % ; /

The password must contain at least one letter.

The password must contain at least 1 valid character that is not a letter.
The password can not start with a number.

The password can not be a proper name or dictionary word.

Confirm Password (esssssss

Change Password i

To report problems with the Michigan Court Application Portal, please visit our Help Desk

4 I;ILl

|&] Done [ [ [ | | [NdLocalintranet 4

Figure 12: Change Password Screen with mismatch error.

o If your new password violates one of the rules for password structure an error
message will appear, in red, just above the Old Password text box.
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< Change Password - Microsoft Internet Explorer | 10l x|

File Edit View Favorites Tools Help ' .','
- - = = = =
7 S \ . | ) Gl 5 A 3\ =
@ Back \) ﬂ L"j _lj ’ /- Search 5.( Favorites @7 l 3 oz W - J
Address [sg’] http:/fappdev/mcap/Help/ChangePassword. aspx 3 Go l Links **

o ) . e Log
Michigan Court : et
Application Portal |

Welcome, Steve Hartmann
Applications v Utilities v

Change Password

Welcome to the Supreme Court Intranet

Please enter a password that meets the criteria below.
01d Password |essssssse Your password must meet the following criteria:

New Password [ssesssee The password must be at least 6 characters long.

The following characters are invalid: "< > % ; /

The password must contain at least one letter.

The password must contain at least 1 valid character that is not a letter.
The password can not start with a number.

The password can not be a proper name or dictionary word.

Confirm Password (esssssss

Change Password i

To report problems with the Michigan Court Application Portal, please visit our Help Desk

4 I;ILl

|&] Done [ [ [ | | [NdLocalintranet 4

Figure 13: Change Password Screen with “password does not meet criteria” error.

o Ifall is well a message will appear, in red, just above the Old Password text box
indication that your password has been changed and you may continue.
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’a Change Password - Microsoft Internet Explorer 3 = |D|5]

File Edit View Favorites Tools Help l .','
» F 3 L] — n > -
5 v ‘ / ) - i 3 E 2 Wl -
@ Back u Lﬂ @ _lj l P Search 5. Favorites €‘? ‘ - < _‘J
Address [g‘] http:/fappdev/MCAP/Help/ChangePassword. aspx ZI Go ] Links >

y o ghatile oy o Logout
Michigan Court

Application Poresl Welcome to the Supreme Court Intranet

Welcome, Steve Hartmann
Applications v Utilities v

Change Password

Your password has been changed.
You may use the menus above or return to the MCAP Home.

01d Password I Your password must meet the following criteria:

New Password I

Confirm Password I

Change Password |

The password must be at least 6 characters long.

The following characters are invalid: "< > % ; /

The password must contain at least one letter.

The password must contain at least 1 valid character that is not a letter.
The password can not start with a number.

The password can not be a proper name or dictionary word.

To report problems with the Michigan Court Application Portal, please visit our Help Desk

J - il

|&] Done [ [ [ | | [NdLocalintranet v

Figure 14: Change Password Screen, successful change.
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